APPLICATION FOR RECORDS RETENTION SCHEDULE DO O T AR o ooy

~ RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—RM—1 for anstructaons on completing this form. Forward slgneé ongmal to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

[ 3. Action Requested

Attentgon Scheduling Section. : q 27 oYilR -0 { - 5h ee. / / 5
FOR AGENCY USE 1. Agency Address A FOR RECORDS MANAGEMENT USE _
Application Date - Départment of Transportation Appqlfwmn Number
Division of Administration : 3 -0
Application Number ﬁe negaé Sl_‘l;p?ré Se rvices - Room 2A Date Received Oé. Completed
. 0. 2 Capito uare -
| | atiantaga apiaa - 484-0000 . APR 181993 | 0x/23/54
2. Person to F:ontact 7 Working Title Telephone Number
Martha B, Lamb Records Management Analyst . 656-6861 -

a. @ Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

¢. 0] Amend ApplicationNo. _____________ Check One: [0 Change; [J Supercede: O Void

4. Dates of Series 8. Records Series Title (fol/lowed by title used in office; if different)
Eariiest - Latest :
07-01- ?il ----- City/County Highway Project Files
6. Division and Office Functlon What is the function of the Division and the Office in which this record series is creaied?

The Division of Administration provides staff support to the Department in the areas of
General Accounting: Audits and Fiscal Procedures; Personnel and Training; Contracts
Procurement and Administration; Equipment Control; Purchasing; Cost Accounting; General
Files; Records Management; Department Budget; Safety Risk Operations and Telecommunications;
Inventory and Warehouse Control.

General Support Services is responsible for Contract Procurement and Administration;
Equipment Control; Purchasing; Cost Accounting; General Files; Records Management;
Department Budget; Safety and Risk Operation; Telecommunications; Heating and Aircondition-:
ing; Warehouse and Map Sales.

General Files: Respbnsib]e for the official files for the Department.

7. Record Series Description - This file contains the following documents finclude form numbers and titles, if any):
Attach samples of the file.

Documentsrelatingto:  Maintaining the Department's official records of highway projects for. the
construction of roads, bridges, airports and mass transit projects
financed by state funds. . .

Included are: -
See attached listing of documents included 1n each project file. —

Fileisarranged:  Nymerically by project number.

8. Monthly Reference Rate How often are records referred to which are:
One to six months old __Daily __: Seven to twelve months old _Week1y : Thirteen to twenty-four months old Yarious ;

twernity-five months and oider _Seldom _?

9. Annual Rate of Accumulation of Records

- Letter-size drawers _5%0 " Legal-sizedrawers ________;Shelves _________; Other {specify)

AR_50-71; Rev.76 T (Owver)

s ok s a b Ty et
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YES | NO | 10. Questionnaire __{Place an *“X" in the proper_column) - - :
a. Is this the official copy of the series? ¢
X If not, where is it? : :
" b. Does the series contain confidential information requiring security handllng? If yes, cite law or regulation!
X c. |s this 8 vital record? ' - '
X d. Does this series have historical or long term research value?
X When one or two documents in the flle make it neoessary io keep the entire file for ] long period, oould theso '
documents be scheduled separately? '
X A l11hLuﬁguniLQgJaﬂﬁunﬂ1uLﬂnLﬂHhEjm__ﬂuhhﬂmdl_lixﬂzinumhconv
g. Is the informatigo contained in this serles ever analyzed and/or. recorded In a summarized report?
X 1 ves, attach coby, -See attached list.
x h. Is there a dupllcateon of this series in your office, or in another. offiee or agency?
: - _'If ves. where? o ) e
{1 x4 L hihmﬂum;km3immmuzunnnntﬂiuwuhﬂxinhﬂunnmdr -
1 X | ] Does the record series resuit in a computer printout?
. Retentnon Reqmrements . The following requires the series to be kept:
Ta, Statei.aw o —_ ; years, d. Audit period — . _yedrs. |
b Statute of Ilmitatlon -6 years ] e. Administrative need . B years, '
"_c. Federal l!w N ——— _years, f. Federal retention instructions e years.

. Attach OODY or exoert of laws or reguiatlons Explain administrative need. oo
GA Code 9-3- 24 - A1l actions upon promissory notes, drafts or other s1mp1e contracts in
'fwr1t1ng shal] ‘be brought within six years after the same become due and payable

! )

12, Approvad Dispomnon lnstrucnons  This agency recommends that the file series be cut off at the end of each:
SEUU A | | 0 Calendar Year; O Fiscal Year; 8} Other — e then,

. ‘_I.'J Hold in_the current files area ____....month(s) —— e year{s); then

0 Transfer to locat holding area; hold _____ - year(s); then -

O Transfer to State Records Center; hoid _=____..__..vear(s) then

0 Destray. . - ' U

O Transfer to Staté Archives for permanent retentlon ' = | ey

0 Other. (Specify) L e
General 0ff1ce - Cut. off f11e at end of each calendar year. Transfer to State Record Center

il o hold six years then destroy. : ‘ : -

Qi§trig§{0ffice - Cut'off file at end of each calendar year - transfer to holding area. Hold
- six years, then destroy. Send to RMO in General Office - Tist of projects
destroyed with dates. : : : ‘

N PR R
gkl LERALATr L Ve

AN i‘“ e - A |
These~ 1netructions are for the proaects beginning 7-1- 93 Prior to 7-1-93 must be kept 20 yr% :
Wﬂmxwx&xnwxm«nmm&m :

LR - - Appii oaitun #9”%(@4‘1] 2-01, Shoeitzow
L Trorsfes to 0 ‘ R ; ' & o4 . .
ency HaadlDeLg@a {S:gnarure} | Date ‘Records MamLmem oor (Signaturd) | e.,,Drate

Porr oD | 793 D 5 Fuk-  |F2o55
' State Records Committee (Signature) Date
Reoommendataom in para- T . - - - -
~ Joraph 12 are approved. State Auditor/Designee _ . _ ‘
} 11¢ disapproved, cmdnlerter _ A " SEE AT ”A@HE@) -
of explanation.) Seoreterv of StatelDesignee N — o ‘ . NG TR
S w2 AT IR e J'.J:\\ I W VH\'/H i l:.C.‘
Attornev GenerallDestgnee ,/\ ChD) AN LAL-S LI ATCL] ) B N5

ERE T Ay e, Y R e | | 7/ T




Al

Attachment 1

Highway Project Files with STATE FUNDS only

Included are:

Item 10(g):

Rast

32-5 2](5) le«vg, sWJy/:T,

327«‘?;3.
ber%-7

——— - e T T o e

Local Assistance Road Program (LARP)

Local Assistance Bridge Program (LAB)
County Contracts (State-Aid Projects)
Maintenance Projects (SAMA)

These are short  turn-around projects for
resurfacing, maintenance or replacing. 4E:1dge§‘ of f
the state highway system and on the state highway
system, selected by a priority submitted by the
Local Governments to the Department of
Transportation and chosen in a meeting with the
Commissioner and District Engineer in the respective
area, State Transportat1on Programming Engineer
and State-Aid "Offige. The Maintenance Office is
present .for maintenance type projects. The files
contain (a) letters from the Local Governments;
correspondence from the Districts or other
interdepartment wunits regarding cost estimates,
design information and/or right-of-way requirements.

This information is also used in "Black Books"
used by the Top Management 1in meetings with
individuals from counties and cities. The "Black
Books" contain information on all projects and
activities of the Department in each county and/or
city within a county.
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Agency Code:

Agency:
Creating Office:

Series Title/Dates:
Access:
Class:

Function
Documented:

Consists of:

Arrangement:
Indexed by:

Media:

STATE OF GEORGIA
RECORDS SERIES PROFILE
. RECORDS RETENTION SCHEDULE
APPLICATION #930413-01

Sheet: 4 of 5
Schedule Number: 93-0001

Effective Date: 08/23/94

0484
Department of Transportation

Administration Division
General Support Services

City/County Highway Project Files, July 1, 1993 - [ongoing]
Open

Individual

State-funded, short, turnaround construction and maintenance projects to improve
state and county roads and bridges, airports, and mass transit systems (0.C.G.A.
§32-5-21, §32-9-2, §32-9-7). The Commissioner selects the projects for funding
based on the priorities submitted by the locat governments and on information
and advice provided by the appropriate District Engineer, the State Transportation
Programming Engineer, the State Aid Office, and, if a maintenance project, the
Maintenance Office. -

Correspondence and reports from local governments, district offices, the Local
Assistance Road Program (LARP), the Local Assistance Bridge Program
(LAB),County Contracts (State Aid Projects), Maintenance Projects (SAMA), and
other Department of Transportation units regarding local priorities, design
information, right-of-way requirements, and other information about the project.

Related to but not a part of this series are "Black Books," which are compilations of
summary information used by department administrators as reference for
department projects and activities in the office and field. "Black Books" are
covered under Common Records Retention Schedule #1.

Numerically by project number

Computer index.

Paper

“continued on sheet 5
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STATE OF GEORGIA
RECORDS SERIES PROFILE
. RECORDS RETENTION SCHEDULE
APPLICATION #930413-01

Sheet: 50of 5
Schedule Number: 93-0001

Effective Date: 08/23/94

Retention
Requirement:  Statute of limitations for simple contracts: Six (6) years (O.C.G.A. §9-3-24).

Disposition
Instructions:  The following instructions apply only to project files created after June 30, 1993.
See schedule #79-0089-A for retention instructions for files created prior to July

1,1993.
General
Office File; Cut off at end of each calendar year.
Transfer to State Records Center; hold six (6) years.
- Destroy.
District
Office File; Cut off at end of each calendar year.

Transfer to local holding area; hold six (6) years.

Destroy, and then forward a list of the project files destroyed, with
destruction dates, to the Department Records Management
Officer at the beginning of the calendar year.

. The State Recorsd Committee has appfoved these disposition instructions for the
records series described in this Records Retention Schedule Profile.

MML *-  Bbo, s
Edward Weldon ‘ Daté -

Secretary of State Designee

Form: PROFILE 90.REVSS




